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Compute, journalize, and post depreciation on plant assets using • Compute and journalize entries for direct and indirect expenses 

straight line, sum-of-years digits, declining balance, and modified 

accelerated cost recovery system methods • Retrieve data from tax rate schedules 
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Analyze applicant’s financial status, credit, and property evaluation 



rxi 

CN 





vH 

LO 




© 

O 



fc=. 



m 



*=3 



© 

m 

H 





oo 

iO 



m 

<N 



cv 

uo 




2 

UL 

< 

Q 



CO 



00 

-a .S 



a-i 

e h 

° z 

iJJJ 03 p- 

►..H H 



C G 
03 03 c 

ft GO g 

r- G 03 



£ g 2 
o £ ao 
° o E 

tfl tfl ft 

y, ^ go 

s| I 

g>T3 2 
.53 C 
C 03 <D 

■g CO g 
H co 

(U Cl 
<D c O 

qj .— ^ 

O g > 
7 ; u 

& <D T3 
G -C « 

w £ S 
3 ® S 

g ft § 

| S .2 

a ” “ 
ft g •£ 

o "B ft 
+- « o 

"3 CO ^ 

~ G G 

03 3 o 
C T 3 \C 
| 8 2 
•- ° o 

g Cl 
Cl O 



C 

O 



3 

00 

CD 



3 

73 

0) 



CO 



00 

.G 

*5 

’<5 



c 

t 0> 

’cj 

£ 

<D 



X> 

cc3 

ft 

<D 

O 

O 

03 

73 

c 

03 



« c /3 

03 £ 



C 

. 03 

73 ft 

j* :§ 

.2 t: 
ft ft 

£ <s 

o o 

g </> 

CJ <D 

cq ‘c; 
(D UC 

C /3 £ 

<D O 

> ft 



a> «2 
‘o c 
■= o 

o E 

ft CD 



<D 

lC 



§-3 



CD 



■s s 

m rr* 



g qj 
ft ft 

IX 03 
G* C /3 

«J Q 

ft ° 



‘ft 



<&■ 



° G 
_c 
C O 
o3 <D 

£ ►. 

S § 



73 
g CD 
33 CD 
03 C 
73 cj 
G U3 
<D 33 

00 H 

03 <D 

G 
03 
73 
C 
03 
C 



— ft 
« ^ - 
CJ 



G 

O 

E 

0) 

73 

ft 

CD 

03 

ft 

73 

CD 

.CD 

ft 



QD 

ft 

C /3 

Ctf 

DO 

_o 

0 JC 

c 



a 



3 

E 
E 

03 
G 

oo 

2 

q. — < <N m */■> 



CD -3 
73 CD 



ft '& 
C C 

G <d 

S .’2 



•5. E 
« 2 
CD 73 
73 O 
3 ft 
"cj a> 

E E 



CD 
CD 

o% 

ft « 

£ c 
<D .E 



<D 3 
73 73 
<D 

> CJ 

o o 

G G 

ft ft 



(D 

ft 

o 

ft 

o 

oo 

c 



€ 

(D 

ft 



LO 

LO 



LO 



Tt 

CN 





lO 



IT) 

CN 



CD 

in 



o 

ERIC 
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Prepare customer’s statement of account 


Process special transactions for customer accounts 


Back up computer data 


Verify amount of installment loan coupons 


Verify amount of customer money order made 


Verify total amount of all money orders paid 


Verify amount of customer cash-out on deposit 


Verify amount of customer deposit cash-in 


Verify amount of customer deposit in treasury bills 


Verify amount of customer deposit with personal check, payroll check, or business check 


Verify amount of savings withdrawals , 


Verify account number on internal transactions 


Verify amount of credit and/or memorandum 


Verify amount of savings deposit 


Verify actual food stamps to customer total 




Performing Clerical Duties 


Maintain a calendar of appointments 


Maintain customers’/clients' files 


Prepare a purchase order 


Process an accounts payable invoice 


Process, sort and/or distribute mail 


Mail stock certificates 


Mail literature to customers and prospects 


Utilize office equipment (fax, computer, copier, calculator, etc. ) 


Create business letters, memoranda, reports, and tables 


Create, edit, save, and open word processing files 


Use spell/grammar check | 


Use search/replace functions 


Use format features such as bold, underline, italics, line spacing, headers, footers, etc. 


Use reference books 


Prepare an agenda for a meeting 


Process documents and packages through courier services 


Utilize electronic mail services 


Prepare business reports 
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Duties/Tasks 


Advance cash on bank credit cards 


Accept installment loan payments 


Process bonds 


Accept and process tax deposits 


Prepare deposit slips 


Prepare cash-in and cash-out tickets 


Process cash and checks for deposits 


Process check with cash return for deposit 


Fill change requests 


Fill payroll requests 


Cash checks 


Pay savings withdrawals 


Complete a collection receipt 


i 


Loan Activities 


Prepare folder for all mortgage loan applications 


Prepare mortgage loans for closing 


Receive loan applications from customers 


Explain various payment amounts on different terms 


Negotiate terms of loan transaction 


Order appraisals 


Perform site inspections of construction projects 


Order flood certification request 


Analyze applicant's financial status, credit, and property evaluation 


Counsel clients on establishing and maintaining credit history 


Perform renewal activities at maturity for in-house loans 


Collect on past-due mortgage and loan accounts 


Handle foreclosure proceedings 


Forecast loan delinquency for closing period 




Communications 


Call on current and prospective builders, realtors, and commercial prospects I 


Cross-sell financial institution’s other products to customers | 


Consult with customers/clients 


Handle telephone calls 


Utilize the resources available to answer customer questions 
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Process customer securities—enter into computer, etc. 


| Provide customers with receipts for their securities 


Obtain stock quotes for clients 


Recommend specific levels of stocks, bonds, cash positions 


Analyze customer's market position 


Recommend specific mutual funds 


Direct clients to appropriate brokers 




Math 


Calculate mark-up and mark-down 


Count currency and coins 


Add and subtract deposits, closing costs, etc. 


Compute data regarding fees charged for services 


Make calculations on tax forms and reports 


Calculate discounts 


Calculate stock turnover rate 


Calculate sales transactions | 


Calculate net pay | 


Solve problems using a calculator 




Workplace Skills 


Work Ethics 


Implement responsibility of job position including exhibiting dependability and meeting organizationally-defined 
expectations 


Adhere to company rules, regulations, and policies as established | 


Understand and practice cost effectiveness 


Practice time management and follow work schedule 


Assume responsibility for own decisions and actions 


Exhibit pride 


Display initiative in undertaking new tasks 


Show assertiveness appropriate to the situation | 


Seek work challenges 


Understand and apply ethical principles to decision making | 


Exhibit ability to handle stress 


Understand the importance of providing good customer service (internal and external) 


Participate in meetings in a positive and constructive manner 
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Maintain state-of-the-art skills through participation in in-service or other training 


Participate in continuing education 




Interpersonal Relationships 


Respect individual diversity 


Respond to praise or criticism 


Provide constructive criticism or praise 


Channel and control emotional reactions 


Resolve conflicts 


Display a positive attitude 




Teamwork 


Understand interactive relationships required for effective teamwork 


Understand team's operating procedures 


Adapt as necessary to complete the team task 


Evaluate outcomes 




Solving Problems and Critical Thinking 


Employ appropriate skills for gathering and retaining information 


Interpret written, graphic and oral instructions 


Identify problems 


Clarify individual and company purposes and goals 


Identify available solutions and their impact including evaluating credibility of information and locating information 


Evaluate options 


Set priorities 


[ Select/implement options/decisions including predicting results of proposed action 


Organize personal workloads 


Participate in brainstorming sessions to generate new ideas and solve problems 
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Interpret federal, state, and local regulations that affect financial 
documents 
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1 Correct errors in a computerized accounts payable record 


Correct errors in a manually maintained accounts payable 
record 
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Verify data on tax forms and determine type(s) of errors 
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Task 


Maintain a log 


Maintain a file of purchase invoices 


| Maintain a file of suppliers' names and addresses 


Prepare customer's statement of account 


Process special transactions for customer accounts 


Back up computer data 


| Verily amount of installment loan coupons 


| Verify amount of customer money order made 


| Verify total amount of all money orders paid 


Verify amount of customer cash-out on deposit 


Verify amount of customer deposit cash-in 


Verify amount of customer deposit in treasury bills 


Verify amount of customer deposit with personal check, payroll 
check, or business check 


Verify amount of savings withdrawals 


Verify account number on internal transactions 


Verify amount of credit and/or memorandum 


Verify amount of savings deposit | 


Verify actual food stamps to customer total 




Performing Clerical Duties 


Maintain a calendar of appointments 


Maintain customers'/clients' files 


Prepare a purchase order 


Process an accounts payable invoice 


Process, sort, and/or distribute mail 


Mail stock certificates [ 


Mail literature to customers and prospects 


Utilize office equipment (fax, computer, copier, calculator, etc.) | 


Create business letters, memoranda, reports, and tables 


Create, edit, save, and open word processing files 


Use spell/grammar check 


Use sear ch/repl ace functions 


Use format features such as bold, underline, italics, line spacing, 
headers, footers, etc. 


Use reference books 


Duty/Task 

Number 


010 


© 


| 012 


013 


| 014 


015 


| 016 


017 


] 018 


| 019 


020 


<N 

O 


022 


1 023 


1 024 | 


025 


026 | 


| 027 | 




Duty C 


j 100 1 


| 002 


003 


004 1 


1 005 | 


1 900 | 


| 007 


oo 

o 

o 


600 


1 010 I 


© 


012 


013 


014 1 




119 



Investment 

Securities 

Representative 


X 


X 


X 


X 






X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 








X 






X 






Loan Officer 


X 


X 


X 


X 






X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 




X 






X 




X 








Bank Clerk 


X 


X 


X 


X 






X 




X 




X 








X 
















X 












Tax 

Preparer 




X 


X 








X 








X 


X 


X 


X 


X 


X 


X 


X 


X 


X 






X 




X 








Accounting 

Clerk/ 

Bookkeeper 


X 


X 


X 


X 






X 


X 




X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 






X 


X 


X 


* 


X 


X 


Task 


Prepare an agenda for a meeting 


Process documents and packages through courier services 1 


Utilize electronic mail services 


Prepare business reports 




Utilizing Software Applications 


Produce documents integrating word processing, database, and 
spreadsheet files 


Produce documents integrating graphic files with other 
application software 


Prepare an outline for a presentation 


Use presentation software to create projects using graphics, 
fonts, lines shading, shadowing, etc. 


Create worksheets using spreadsheet commands, functions, and 
formulas 


Create worksheets requiring the copying of formulas using 
absolute, mixed, and relative cell references 


Create worksheets requiring the inserting, deleting, moving, and 
copying of columns and rows 


Create bar, line, and pie graphs with titles and legends 


Create, update, sort, query, edit, and print from data files 


Create reports and labels 


Create and enter data into database files 


Query databases for specific data 


Print worksheets with headers and/or footers 


Create worksheets to solve business/financial problems utilizing 
spreadsheet functions 




Accounting Functions 


Evaluate expenditures and bills for approval 


Record entries in a journal from an invoice 


Classify accounts as to assets, liabilities, and capital 


Prepare a beginning balance sheet 


Open accounts in general ledger, accounts receivable ledger, 
and accounts payable ledger 


Journalize transactions in a general journal and/or cash journal 
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Interpret financial statements such as balance sheet, income 
statement, cash flow projects, and summary of sales and cash 
receipts 
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Reconcile a bank statement 


Record the entry for a service charge, credit fees, or dishonored 
check 
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Adhere to procedures for the safekeeping of money at teller's 
window 


Inspect for mutilated and badly worn coins and currency 
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Sort, count, stack, and strap loose currency 
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Count boxed, rolled, and loose coins 


Process excess currency 


Process mutilated and badly worn currency 


Process counterfeit currency 


Sell cash to other tellers 


Prepare customer correction for mailing 
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Post collection item to customer's account 
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Reconcile reserve-for-loan losses 


Duty/Task 
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Task 


Reconcile official checks 


Reconcile personal money orders made 


Reconcile checking accounts with bank statement 


Prepare teller's daily reports 


Balance teller transfers 


Balance income and expense accounts 


Balance cash summary 


Balance general ledger entries 


Balance daily report of sales 


Balance customer money 


Give customer account information 


Make title changes on customer accounts 


Review signature cards 


Place hold on customer accounts 


Place stop payment on checks 


Admit customers to safe boxes 


Order personalized checks 


Complete safe deposit rental statement 


Accept safe deposit rental fees 


Issue traveler's checks 


Issue money orders 


Issue cashier's checks | 


Issue Certificates of Deposit | 


Accept and process food coupons 


Accept Christmas Club payments 


Verify customer's checking/savings account 


Enter amount of interest in saving passbooks 


Advance cash on bank credit cards 


Accept installment loan payments | 


Process bonds 


Accept and process tax deposits 


Prepare deposit slips j 


Prepare cash-in and cash-out tickets 


Process cash and checks for deposits 


Process check with cash return for deposit 


Fill change requests 
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Fill payroll requests 


Cash checks 


Pay savings withdrawals 1 


Complete a collection receipt 




Loan Activities 


Prepare folder for all mortgage loan applications 


Prepare mortgage loans for closing 1 


Receive loan applications from customers 


Explain various payment amounts on different terms 


Negotiate terms of loan transaction 


Order appraisals 1 


Perform site inspections of construction projects 


Order flood certification request 1 


Analyze applicant’s financial status, credit, and property 
evaluation 


Counsel clients on establishing and maintaining credit history 


Perform renewal activities at maturity for in-house loans 


Collect on past-due mortgage and loan accounts 


Handle foreclosure proceedings 


Forecast loan delinquency for closing period 




Communications 


Call on current and prospective builders, realtors, and 
commercial prospects 


Cross-sell financial institution’s other products to customers 


Consult with customers/clients 


| Handle telephone calls 


] Utilize the resources available to answer customer questions 


Compose and key correspondence, forms, reports 


Greet and dismiss customers 


Provide notary services 


Resolve office problems 


1 Send messages electronically 


| Interpret nonverbal communication 


Edit documents 


Duty/Task 

Number 


064 


065 


| 990 ] 


067 




Duty G 


001 


002 1 


003 


004 1 


005 


| 900 


007 


oo 

o 

o 


600 


010 


© 


I 012 


013 


014 




Duty H 


001 


I 002 


003 


004 


005 


900 


I 007 


oo 

o 

o 


600 


010 l 


o 


012 



Os 

oa 



CO 

c\> 




Investment 

Securities 

Representative 


X 


X 


































X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


1 

Loan Officer 


X 


X 






































































Bank Clerk 


X 


X 






































































Tax 

Preparer 


X 


X 






X 


X 


X 


X 


X 


X 


X 


X 


X 




X 


X 










































Accounting 

Clerk/ 

Bookkeeper 




X 






X 


X 


X 




























































Task 


Outline and deliver an oral presentation 


| Follow oral and written instructions 




Tax Operations 


Retrieve data from tax rate schedules 


| Identify filing status of client 


(Prepare worksheets prior to completing tax forms 


(Prepare tax returns for individuals 


Prepare tax returns for businesses 


Utilize computer program to prepare tax returns 


File federal tax returns (manually/electronically) 


File state tax returns (manually/electronically) 


| Process income tax returns (print, copy, assemble, attach forms) 


| Print/issue client tax refund checks 


Advise clients as to future tax decisions 


Research specific client questions/situations 




Investment Activities 


Prepare investment materials for customers 1 


Record and report on investments for customers 


Assist in the development of portfolio analysis reports 


Compile information about stock transfers 


Possess knowledge of all securities sold 


Complete updates on mergers and/or splits 


Compile news on companies 


Buy stocks/bonds for clients 


Trade stocks/bonds for clients 


Sell stocks/bonds for clients 


Process customer trade transactions— paper work 


Process customer securities — ^nter into computer, etc. 


Provide customers with receipts for their securities 


Obtain stock quotes for clients 


Recommend specific levels of stocks, bonds, cash positions 


Analyze customer’s market position 


Recommend specific mutual funds 


Direct clients to appropriate brokers 
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Workplace Skills 


Work Ethics 


Implement responsibility of job position including exhibiting 
dependability and meeting organizationally-defined 
expectations 


Adhere to company rules, regulations, and policies as 
established 
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Show assertiveness appropriate to the situation 


Seek work challenges 
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Understand the importance of providing good customer service 
(internal and external) 


Participate in meetings in a positive and constructive manner 


Maintain state-of-the-art skills through participation in inservice 
or other training 
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Interpersonal Relationships 


Duty /Task 
Number 


£ 

3 

Q 


001 


1 002 


! 003 1 


004 1 


005 


| 900 1 


007 1 


008 


| 600 | 


010 1 




-j 

£ 

3 

Q 




L-l.l 


L-1.2 


1 L-1.3 


L-1.4 


L-1.5 


L-1.6 


1 L-1.7 


L-1.8 


L-1.9 


1 L-1.10 


L-l.l 1 


L- 1.12 


m 

i 

J 


Tf 

« 

-J 


in 

i 

J 




L-2 




132 



Investment 

Securities 

Representative 


X 


X 


X 


X 


X 


X 






X 


X 


X 


X 






X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


Loan Officer 


X 


X 


X 


X 


X 


X 






X 


X 


X 


X 






X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


Bank Clerk 


X 


X 


X 


X 


X 


X 






X 


X 


X 


X 






X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


Tax 

Preparer 


X 


X 


X 


X 


X 


X 






X 


X 


X 


X 






X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


Accounting 

Clerk/ 

Bookkeeper 


X 


X 


X, 


X 


X 


X 






X 


X 


X 


X 






X 


X 


X 


X 


X 


X 


X 


X 


X 


X 


Task 


Respect individual diversity 


Respond to praise or criticism 


Provide constructive criticism or praise 


Channel and control emotional reactions 


Resolve conflicts 


Display a positive attitude 




Teamwork 


Understand interactive relationships required for effective 
teamwork 


Understand team's operating procedures 


Adapt as necessary to complete the team task 


Evaluate outcomes 




Solving Problems and Critical Thinking 


Employ appropriate skills for gathering and retaining 
information 


Interpret written, graphic and oral instructions 


Identify problems 


Clarify individual and company purposes and goals | 


Identify available solutions and their impact including 
evaluating credibility of information, and locating information 


Evaluate options 


Set priorities 


Select/implement options/decisions including predicting results 
of proposed action 


Organize personal workloads 


Participate in brainstorming sessions to generate new ideas and 
solve problems 
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